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Internal Orders
Course Objectives

• Learn to create an internal order and release 
it for use.

• Learn to create internal order groups and 
attach internal orders to a group.

• Run reports for internal orders.
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Internal Orders

• Internal orders are used to statistically 
accumulate program costs, cost pools, or 
special interest costs that are not associated 
with capital work or grants.

• Internal orders are created or changed by 
the Agency Accounting Management and 
the Agency Accounting Specialist roles.
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Internal Order Groups

• There is one standard order hierarchy in 
AASIS named ARK_ORDERS and all 
orders should be attached to a group within 
this hierarchy.

• Internal orders can also be attached to 
alternate groups to report data in a different 
way.
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Status Control

• Status control by internal orders is selected 
to allow plans, commitments, revenue, and 
expenditures to start or stop.
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When you create an internal order, keep in mind that 
your agency staff will need to utilize the internal order 
coding on transactions.
Make sure that information about new internal orders is 
passed on to agency accounting and purchasing staff.
If internal orders are to be used to assign personnel 
costs, make sure that human resource staff is also 
aware of any changes.

Successful use of internal orders
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Creating Internal Orders
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Transaction Code: KO01

Create Internal Order
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1.  Enter Order Type.  This is your Business Area 
number.  
2.  Click the Master data button to continue.

An order type has been configured for each 
agency currently using the system.  If an order 
type has not been configured for your agency, 
contact the AASIS support center.  The order type 
determines the planning profiles and input fields.
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Type in controlling area ark and click the 
green check.
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2.  Enter the business area.

*The numbering convention for internal orders is the letter I plus the 
four digit business area plus a 3-character alpha numeric identifier.  
(The system will also accept a fourth character if three is not enough.)

1.  Enter the number* and description of 
the internal order.

3.  Optional: if the internal order will 
always be reported in only one cost 
center, fill in the responsible cost center. 

4.  Suggested: To identify the internal 
order group this internal order is attached 
to, type the group name in the External 
order no. field.
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2.  Click Allowed transactions to view a list 
of allowed transactions.  Orders must be 
released to accept actual charges.

1.  Click the Control data tab.
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Click the Release button to change System 
status to Released.  (You will not be able 
to statistically post anything to the order 
while the status is set to CRTD.)
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Note the REL System Status and the message 
at the bottom: Order was released.

Click the save button to save the internal 
order.
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You will get a message at the bottom of the 
screen confirming that the order was created.
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Status of Internal Orders
• CRTD:  Internal order has been created.  No 

postings are allowed until it is released.
• REL: Internal order has been released for 

postings.
• TECO: Technically complete allows existing 

commitments to be paid, but no new 
commitments can be posted to the internal order.

• CLSD: Internal order is closed.  No further 
postings are allowed.
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Making Changes to Internal 
Orders

• Changes can be made to internal orders by using 
transaction KO02.

• This is the transaction used to change the status.
• Other changes could include the description or the 

assigned cost center.
• The internal order number cannot be changed.
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Transaction Code: KO02
Change Internal Order
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Enter the internal order to be changed 
and click Master data.
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To change the status, click the control 
data tab and toggle the buttons to the 
right of System status.
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System status changed.  Note that the 
change does not really take effect until the 
internal order is saved.
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Creating Internal Order Groups
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Internal Order Groups
• It is recommended that each internal order be assigned to 

an internal order group within the Arkansas hierarchy 
ARK_ORDERS.

• Each agency has a hierarchical group within the 
ARK_ORDERS group.  The naming convention is the 
four digit business area followed by ORDERS.

• New groups can be created by agencies.
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Internal Order Groups
• Alternate groups can exist outside of the standard 

Arkansas hierarchy.
• An internal order can belong to its group within 

ARK_ORDERS and more than one alternate group.
• For ease of reporting, each internal order for the 

agency should be attached to that agency’s group 
within the ARK_ORDERS hierarchy.

• After the group is created, the internal orders can be 
attached.
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Transaction Code: KOH1
Create Internal Order Group
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Make up a name for your order group.  The 
first four digits will be your agency code, 
followed by six other digits.  They may not 
all be numbers—you have to use at least one 
letter. Click the hierarchy button to continue.

In this example, we are creating a group 
which we will later attach to the standard 
hierarchy.
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Enter a description for your order group.  
You can attach other groups by clicking the 
Same level and Lower level buttons.  Click 
the Order button to add internal orders to the 
group.
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You can search for internal orders to attach to the 
group by clicking the arrow next to the selection.  
When the selection box pops up, enter your agency 
code in the Order Type box and click the green check.
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Place your cursor on the desired internal order to 
highlight it, then click the green check to select it.
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Use the same process to attach as many internal orders to the 
group as desired.  Click the save button.  The Internal order 
descriptions will automatically be filled in and you’ll get a 
message at the bottom that the changes have been saved.
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Changing Internal Order 
Groups

• If the new internal order group you have created is not 
an alternate group, you will need to add it to the 
ARK_ORDERS group.

• To add the new group to the agency’s hierarchy, it will 
be necessary to change that agency’s group.

• To add the new agency group to Arkansas hierarchy, it 
will be necessary to change the ARK_ORDERS group.
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Transaction Code: KOH2
Change Internal Order Group
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Type in the name of the order group to be changed, or click the 
drop down box to select it.  Click the hierarchy button.
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The selected order group is displayed.  Place the cursor on the 
order group to select it and click the lower level button.
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A blank line is added to the order group.  Type in the name of the 
new group to be added or click on the black arrow to select it.
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AASIS will not allow this Order group to be inserted, because it
contains internal orders that are already contained in other 
groups within the hierarchy.  It will be necessary to remove those 
orders from the group before it can be added.
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The new order group is entered in the selection screen for KOH2,
change internal order group.  Click the hierarchy button.
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To remove unwanted internal orders, it will be necessary to select 
them first.  Place the cursor on the internal order and click the 
Edit key on the blue menu bar.

Please note that removal from the group does not change the 
status.  The internal order can still be used if the status was 
released.
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Choose Select from the drop down list.
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Once the internal order has been selected, it can be removed by 
clicking on the Remove button.
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The internal order can also be selected by highlighting the name
and clicking the select button.  The menu then changes and the 
user can click the remove button to remove the internal order.  
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Now that the group contains only the new internal order, it should 
be possible to add it to the hierarchy after saving.
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To change the hierarchy, bring up the internal order group 
change selection screen (KOH2) and type in the hierarchical 
group name.  Click the hierarchy button.
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Highlight the group name and click the Lower level button.  A 
blank line will appear so that the new group can be inserted.
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Enter the group name and save the file.  AASIS will now accept 
the change.
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Note the message at the bottom.  The changes were saved.


